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1. Accessing CitizenServe

n To access CitizenServe, you will need access to a computer or tablet with internet connection.

Note: If you are unable to access a computer or tablet there are tablets available for use in our Town Hall building at 200 N.
Main Street

Use the following steps to access CitizenServe

1 Using the web browser of your choice, access https://www.summervillesc.gov/ and click the icon pictured below:

FORMS

1 On the next page, you will see the text shown below, and will need to click on “CitizenServe Portal”

Forms & Applications

Online permits and applications for Business Licenses, Planning,
Zoning, Engineering, and Building Departments are now accepted

through our CitizenServe portal.

1 Once on the CitizenServe Portal homepage, you will need to create an account by clicking @ My A ¢ c attha tbpd
right of the screen as shown below:

Home Services Search Reports My Account Contact

1 You will then be prompted to log-in, but you must first create your account by clickingfi Re g i s t 'tas sholm below:

LOGIN

My Account / Login

New to our Portal?

If this is your first time using our portal you'll need to register first. Registering is
quick, click the link below to get started.

REGISTER NOW —



https://www.summervillesc.gov/

T You will then be prompted with a series of questions you will need to fill out, or select an option fromthefi Regi str ati on
T y p edropdown as shown below. Please be advised that if you choose Anonymous as your Registration Type,
you will not be able to apply for any permits. The only thing that anonymous allows you to do is submit a code
enforcement complaint.

n It is important to note that any time a red line appears next to something that it is a required part of your submittal.

1
|
Registration Type: v
.
Anonymous
Business Owner
Citizen
Contractor
Design Professional
| indicates a required field
| Registration Type: Citizen v
| Email
| Confirm Email:
| First Name:
| Last Name:
| Home Address:
| City, State, Zip:
Business Name:
Mailing Address:
City, State, Zip:
| at least one phone number is required
Home Phone:
Cell Phone:
Work Phone:
q Fax:

9 Once you have filled in your information, you will need to create a username and a password before submitting to create
your CitizenServe account.

| User Name:
| Password:

| Confirm Password:

SUBMIT



9 Once you hit submit, if everything has been properly filled out and accepted you will receive a naotification window as
shown below:

0 Your registration is complete.

[—
1 Click i O Kand you will be taken to your account homepage which should appear as shown below:

MY ACCOUNT

Home / My Account

“ View my

requests Welcome to your online account
24 Update my You can review your submittals, pay fees or submit new requests through
information our online services listed below. If you have any questions please view the

Contact Page for departmental contact information.
(= Logout

E Make a payment

Online Services:

BUILDING PERMITS BUSINESS PLANNING, ZONING,
LICENSING & ENGINEERING
APPLY FOR A -

BUSINESS LICENSE
APPLY FOR A PERMIT — GO TO BUSINESS =

GO TO PERMITTING — LICENSING GO TO APPLICATIONS —



2. Applying for a project

ﬂ If you have questions about what project or permit type you need to apply for and what is required at the time of submittal,
please contact the Planning Department before submitting your application

i For Planning, Zoning & Engineering projects you will clickonthed# Gao A p p | i cliakunhderriGnbne Serviceso
as shown below:

PLANNING, ZONING,
& ENGINEERING

Startingar

GO TO APPLICATIONS —

9 If you are ready to submit, you will clickthe i Ap p | y lihkandér option 4 as shown below:

Apply

Once you've gathered everything needed for your application and
registered on our portal you can apply and pay your application fees
online.

APPLY NOW —

1 On this page, you will select your project type and sub-project type from dropdown tabs, and be prompted for address and
project description information

n It is important to note that any time a red line appears next to something that it is a required part of your submittal.

& APPLY FOR A PROJECT

Home / Services / Planning/Engineering / Apply for a development project

Project Type:

Address Assignment Application

Annexation Application

Backyard Pen/Coop/Beehive Application

Board of Architectural Review

Board of Zoning Appeals

Commercial Design Review Board Application
Encroachment Permit

Erosion Protection and Sediment Control Certification
Home Occupation Conditional Use Application
Lodging Conditional Use Application

Rezoning Application

Sign Review Application

Stormwater Construction Approval Application
Temporary Use Application

Tree Removal Application

Wireless Telecommunication Tower Application
Zoning Confirmation Letter

Zoning Verification (for business license)
Zoning/Development Application (accessory structures <200sf or impervious surface/paving)




3. Important Information/Submitting Your Application

I f you are unsure if the | ocation of work is in the Town of
843.851.4214

1 If you have confirmed your project is within Town limits and your address does not populate upon entering it and clicking
“Find Address”, you will receive the prompt pictured below:

The address you
entered could not be
found, would you like to

proceed with this

address or enter a new

address.

LISEATHIES DIFFERENT
ADDRESS
ADDRESS

T Select “Use This Address” and complete the rest of the application.

1 At the bottom of the application page you will see an acknowledgment (shown below) that the applicant must sign and

print their name:
G ACKNOWLEDGEMENT

| certify that all information required is included and the application is complete. If an application is found to be incomplete, the primary contact will
be notified and the application will be removed from the agenda. | also understand that any changes made to the drawings approved by the Board
of Architectural Review must be resubmitted for approval of these changes or alterations. A Certificate of Occupancy will not be issued if the building
andfor site and landscaping differ from the approved plans. This approval does not constitute approval by other boards or town departments. Before
construction begins a building permit may be required

| Applicant Signature:

| Print Name

| Property Owner Approval: Select File

9 ClickA Si g n 7, el thewindow shown below will populate:

Sign Her

SAVE CLEAR CANCEL




9 Using your cursor, you will sign and click “Sa v e 0

£ X

=l B

1 You will then need to type in your name, in the “Print Name” field (shown below), and upload a photo of a letter or email
from the homeowner stating that they have approved the proposed work. To upload you will click “Select File.0 Once
this is done, you will click submit to submit the application. If there is a fee associated with the application, the payment
screen will come up once the application is submitted. Any required fees must be paid before an application is reviewed.

Sign Her

ﬂ This file must be a JPG or PNG filed any other file type will not upload, and you will not be able to complete the
application. If you are the homeowner, simply write a statement that you are the property owner of said address and you are

applying on your own behalf, sign the statement and take a picture of it, and uploaditby c | i cki ng fASel ect Fi
| Applicant Signature: signature png '@'

| Print Name: Jane Doe

| Property Owner Approval: Updated Site Plan 111 Brookhaven Way.jpg Ty

SUBMIT SAVE FOR LATER

1 During the application process, if you need to save the application and complete it later youwill click iSave Foras Lat er 0
shown above. You will then see the window shown below populate:

0 Your application has been
saved for later. You can
modify and submit your
application by clicking the
cart icon, once submitted
your application will be

processed

1 You will click AO K @and be taken to the page shown below. This is where you can access your application to complete it if
you do not close the browser.

1 If you close out of the browser you will be able to access your project by logging back in to CitizenServe—or if you are on
the home page, click i My A ¢ c attha tbpdright of the page shown below:

LOGIM

Home Services Search Reports My Account Contact




1 Onceonthei My A c c pagenyowwill thenclickonfi Vi ew my r andtha leftshans side of the page, as shown
below:

“ View my

requests

@ Update my
information

(= Logout

E Make a payment

1 You will then be taken to the “My R e g u page, (shown below). Here you can access any applications you have
submitted to the Town by selecting the i Vi e w drigpda@wn tab. You will be able to access status, fees and other
permit information from this page.

n Projects will be organized by type. Forexampl e, Zoni ng per nMiew$y Ranhing/Ehginedringo n dvai | 8
Buil ding per miVYievMyPdmiitsd.al | under 0

Q MY REQUESTS

Home / My Account / My Requesis

View My Planning/Engineering v

Under Review Approved Closed All

Q 1-30f3

Application Work Balance

Application # | Address Date Description Due

BAR20-000021 | 197 south 02M11/2020 Online Application test $25.00
Received

ZV19-000005 102 OLD 1172512019 Online Application Zoning Permit $0.00
TROLLEY RD Raceived

HO19-000013 | 200 S MAIN ST 10/23/2019 Under Review brewery 50.00



